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DI RECTORATE OF ADM NI STRATI ON
M ssi on

Serves as the deputy director of the UFC for adm nistration.
Leads, directs, manages and supervises staff in the execution of
a conprehensi ve adm ni stration programthat includes resource
managenent, strategi c busi ness plans, internal automated

adm ni strative systens, procurenment and contracting, |ogistics,
and adm ni strative support for the center.

RESOURCES MANAGEMENT/ PLANS DI VI SI ON
M ssi on

Est abl i shes UFC*s policies for and performnms: resource pl anning,
programm ng, budgeting, revol ving fund support, manpower
managenent, productivity organi zational efficiencies and finance
and accounting support policies. Plans, coordinates and
adm ni sters the financial managenent/analysis program to include
responsibility for overall budget fornulation, execution, and
outyear programm ng requirenents for the UFC

Est abl i shes and maintains [iaison with the supporting Human
Resources office for the purpose of providing broad-based
personnel managenent prograns support for the UFC

Functi ons:

1. Coordi nates and subm ts manpower and budget requirenents.
2. Moni t or budget execution, devel ops and nonitors unit costs.
3. Provi des financial managenent information and reports.

4. Perforns econom ¢ anal ysis and cost studies for the UFC as
needed.

5. Provides |iaison office support including certification of
funds availability.

6. Serves as the primary focal point for consolidation
managenent .

7. Adm ni sters nobilization, the continuity of operations plan
(COOP), and di saster preparedness prograns.
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8. Serves as liaison for strategic business plans by collecting
and anal yzing inputs from performance data and ot her sources.

9. Provi des Federal Managers Financial Integrity Act (FMIA)
coordi nati on. Schedul es managenent control reviews (MCRs) and
ri sk assessnents and provides detailed results/reports to the
operating | ocation director.

10. Provides local recruiting and staffing assistance for the
UFC*s servicing personnel office.

11. Conducts in-processing and provides orientations for new
enpl oyees.

12. Receives and initiates processing of worker*s conpensation
cl ai ns.

13. Receives, reviews, and transmts requests for personnel
actions to the supporting Human Resource processing site.

LOA STI CS, | NFORVATI ON MANAGEMENT, AND CONTRACTI NG DI VI SI ON
M ssi on

Acts as principal advisor and assistant to the Director UFC
pertaining to admnistrative and information requirenents,
procurenent and contracting, and | ogistical support. Provides
adm ni strative, contracting, information managenent, and

| ogi stical support for the UFC. Assist in the investigation and
acqui sition, procurenent, devel opnent, or inplenentation of new
t echnol ogy and busi ness procedures that may be applicable to the
general operations of the UFC. Serves as the liaison with other
finance centers and HQUSACE on system devel opnent efforts.

Functi ons:
1. Logi sti cs.

a. Executes all logistics responsibilities for
transportation, supply, maintenance, and facilities.

b. Perforns all transportation functions (traffic
managenent, and travel managenent)

c. Develops, inplenments, and adm nistrates travel
managenent policy and perforns travel managenent functions.
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d. Performs all supply functions (authorizations,
acqui sitions, distribution, financial, storage, issuance, fornmal
property accountability, re-utilization, utilization, recycling,
and di sposal of property) for the UFC to ensure proper use, care,
cust ody, safekeeping, reutilization and di sposal of governnent

property.

e. Plans, directs and executes the mai ntenance program for
all personal property, both owned and | eased.

f. Ensures proper maintenance and repair of UFC equi pnent,
to include, record keeping, repair parts, maintenance training
and managenent practi ces.

g. Manages the real property program which includes, space
managenent, program pl anni ng, devel opnent and reporting, and real
property program execution, buildings and grounds mai ntenance and
repair.

h. Serves as the organi zation*s fire marshal, and the
proponent for the Arny energy conservation and Arny Comrunities
of Excell ence (ACCE)

2. | nf or mati on Managenent.

a. Provides all internal automated data processing
requi renents to include establishnment and mai nt enance of | ocal
area networks, office automation and comruni cati on support and
coordi nates the acquisition of conputer hardware and software.

b. Mnages mail room activities, publications and forns (to
i nclude distribution), and nessage traffic.

c. Provides for tel ephones, utilities and uninterruptible
power supplies.

d. Provides centralized data adm ni strati on services and
physi cal security of UFC*s ADP resources.

e. Adm nisters the Records Managenent Program
f. Provides for investigation, acquisition, devel opnent or

i npl ementati on of new technol ogy and busi ness procedures that my
be applicable to the general operations of the UFC
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3. Contracti ng.

a. Provides for contractual arrangenents for buil dings and
grounds, building and equi pnrent mai ntenance, equi pnent and
repair, health services, fire/police protection and storage.

b. Proyides contract technjcal adm ni strati ve
representation for service providers.

c. Manages the acquisition programfor the UFC which
i ncl udes contracting for goods and services and small purchase
procur enents.
4. Oher Duties.

a. Executes the safety and occupational program

b. Adm nisters governnment charge card program

c. Negotiates for Inter-service support agreenents and Base
Operations support as appropri ate.

d. Manages the physical security program



